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Adding Attachments, Notes, and Comments 
*Including by Line Item 

In this lesson, you will learn how to add attachments, notes, and comments in WISBuy. 

1. At times, it may be necessary to include additional information to support your purchase. 
In this demonstration, you have put all the items that are needed in the cart and are ready 
to proceed to checkout. Click the shopping cart icon in the upper right corner of the 
page followed by Checkout. 

2.  
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3. You can add internal and external note here at the “Express Checkout” by clicking on 
the “Notes” Link after the checkmark. 

 
Click on the Edit button to add an internal/external note. A box will appear for you to 
add an internal/external note. Click the “Save Changes” Button to add your note to 
your entire order. 

  
 
Follow the next steps to get a detailed view of your order, where you will be able to add 
attachments, comments, notes per line item, and also alter the shipping address per line 
item. 
 
 
 
 
 
 

4. Click on Go to Advanced Checkout in the bottom left corner of the screen. 
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5. Let’s first start by adding an attachment to our active cart. You can use this feature to 

include additional information such as a justification or document showing approval to 
purchase. For example, you can include an email from your supervisor stating that you 
have permission to purchase items that you don’t typically purchase. 

 
6. To add an attachment, click on the add attachment link in the general box on your 

summary screen.  
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7. Select the file type you wish to upload, file name, and browse your computer to for the 

file. Click Save when finished adding all attachments. 
 

 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 

 
 

  

You will see your attached document. 
You can continue to add another 

document or remove any unnecessary 
documents. 
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8. Next, I'd like to add a note about the order. Internal notes only will be seen by staff 

within WISBuy, not by the suppliers, and also will show up as comments. In the Internal 
Notes section of the general box, click edit. Add the note and then click Save. 

 
 

9. You can add comments to any requisitions or WISBuy orders. Comments are typically 
used as a communication tool between users and other State of Wisconsin personnel. For 
example, a purchaser without a pcard may assign a cart to a purchaser with a pcard to 
complete the order, and comments can be used to explain the purchase. You can use the 
Add Comment function to get the necessary information, which will then be included as 
part of the requisition history. Click on the Comments tab. 
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10. Notice that if comments have already been made against this document, you will see 
them listed here. Click on the Add Comment button. 

 
11. Enter the comment text. You also can attach files in the comments area.  When you have 

finished, click Add Comment.  

 
12. The system sends the selected user an e-mail with a link that directs them to the draft 

shopping cart where they can view the carts items.  
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13. The selected user simply clicks on the notification link in the top right corner to open the 
cart details to view any attachments and comments added to the cart.  

 
14. After you open the cart, look in the General box for any attachments or notes, and also 

look at the Comments tab, prior to proceeding with review of the WISBuy Order. Here 
you can add additional attachments and comments if needed. 
 

 
 

15. Note: All of the comments and attachments become part of the document history. 
16. To add an internal note per line item, scroll down on your “Advanced Checkout” screen 

to view all products in your cart. On the right-hand side you’ll see an “edit” button. Click 
on the edit button to the item you would like to add a note to: 
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17. A box will appear for you to add a note. When completed click on the “save” button. 

 
18. You will see your internal note for the specific item added to that specific line item. 

 
 

19. To alter a line items address, scroll up to view your “Requisition.” In the “Shipping 
Address” box located in the middle of the page, click on “view/edit by line item…” 
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20. You will be prompted to a new screen where you have the option to “edit” the shipping 
address of each item in your cart. This is a nice feature for when you are ordering for 
another location/office. Click on the “edit” button on the item you would like shipped to 
an alternative address. 
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21. You will be prompted to edit the current address (i.e. alter the attention line/change the 

floor number) or choose another address. 

 
 
 
 
 
 
 
 
 

Always make sure to click on the 
“Save Changes” Button after you 
made changes. 

You will also have the option to “Use” a 
saved address or to select a different 
address. Click on the “Use” button if you 
want to use that particular address.  
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22. After you select the appropriate address, you will be returned to your “Advanced 
Checkout” screen, where you will see that for the one line item, it is going to be shipped 
to an alternative address than the rest of your order. 

 

This concludes the lesson on Adding Attachments, Notes, and Comments in WISBuy. For 
further assistance, please contact doawispro@Wisconsin.gov or visit the website.    

mailto:doawispro@Wisconsin.gov

